TOPIC  INDEX  for  1993 

This  index  covers  all  of  the  material  published  in  regular  biweekly  issues  of  FROM  NINE  TO  FIVE  from  January  1, 1993  through 
December  31,  1993. 


Absenteeism,  excuses  given  for 
(Oct  18):  3 

Accomplishment  folder,  for  perfor¬ 
mance  reviews  (Feb  22):  3 
Accounting  principles,  seminar  for 
teaching  (Jul  26):  3 
Accuracy,  planning  ahead  for 
(Sep  6):  3 

Acronyms,  computer  file  for  defining 
(Sep  20):  3 

Administrative  assistants,  influence  of 
(Aug  23):  1 

Air  pollution,  plants  for  decreasing 
(Mar  22):  2 

Alcohol  abuse,  help  for  parents 
regarding  teens  (Sep  6):  2 
Ask-A-Nurse  information  program 
(May  17):  2 

Assignment,  tips  for  clarifying 
(Jan  11):  3,  (Apr  5):  3 
Attitudes 

effect  of,  on  productivity  and  job 
satisfaction  (May  3):  1 
extra-mile  philosophy  in  (Feb  8):  4 
in  handling  office  problems 
(Jun  14):  4 

importance  of  positive  thinking 
on  (Feb  22):  2,  (Jul  12):  2 
survey  of  work  (Dec  13):  1 
Automobile  insurance,  medical 

payment  coverage  in  (Jan  11):  3 
Automobiles 

extra  keys  for  fleet  (Jun  14):  3 
and  parking-lot  accidents  (Oct  4):  2 
preventing  theft  of  (Feb  22):  2, 
(Nov  1):  3 


Boss.  See  also  Management 
daily  summary  to  update 
(May  17):  3 

dealing  with  forgetful  (Jul  12):  2 
informing,  of  performance  flaws 
(Jul  26):  1 

myth  of  perfect  (Dec  27):  4 
performing  odd  jobs  for  (Jan  11):  1,  4 
preparing  convention  folder  for 
(May  3):  3 

providing  conference  information 
for  (Jun  28):  7 
saying  no  to  (Jan  11):  2 
scheduling  meetings  with 
(Jan  11):  3 

treating,  as  customer  (Jun  14):  3 
Budget  cuts,  using,  to  personal 
advantage  (Mar  8):  4 


Business  cards,  spreadsheet  for 

controlling  data  from  (Mar  8):  3 
Business  conventions,  preparing 
folder  for  boss’  attendance  at 
(May  3):  3 

Business  letters.  See  also  Commimica- 
tion:  Faxes;  Memos;  Writing  skills 
correct  spelling  of  names  in 
(Apr  19):  2 

cutting  costs  on  (Jan  25):  4 
developing  house  style  sheet  for 
(May  3):  2 

ending  vicious  cycle  with  boss’ 
(Sep  20):  3 

expenses  of  (Oct  4):  4-6 
photocopying  (Sep  6):  3 
preaddressed  envelopes  for  fre¬ 
quent  (Oct  18):  3 
seeking  second  opinion  on 
(Feb  22):  2 

tips  for  well-written  (Oct  4):  7 
Business  skills  clinic,  using  budget 
cuts  to  personal  advantage 
(Mar  8):  4 

c 

Career  advancement.  See  also  Down¬ 
sizing 

advice  on  getting  ahead  (May  17):  3 
and  committee  work  (Dec  27):  1 
humor  in  (Apr  5):  4 
making  accomplishments  known 
(Jun  1):  2 

marketing  yourself  in  (Feb  8):  2 
personnel  initiative  in  (May  3):  1 
role  of  mentor  in  (Apr  5):  3, 

(Jul  12):  1 

small  talk  in  (Jun  28):  7 
supervising  of  former  peers  in 
(Apr  5):  3 
tips  for  (Mar  8):  2 
and  voluntary  work  (Nov  15):  1 
Carjacking,  prevention  techniques  for 
(Nov  1):  3 

Carpal  tunnel  syndrome  (CTS),  tips 
for  prevention  of  (Sep  6):  3 
(Oct  18):  1,  (Dec  13):  3 
Car-pool  injuries,  insurance  coverage 
for  (Jan  11):  3 

Change,  inevitability  of  (Apr  19):  1 
Chicken  pox  (Sep  20):  2 
Children 

after-school  care  for  (Mar  8):  2 
and  alcohol  use  (Sep  6):  2 
balancing  work  and  family  (Aug  9):  4 
handling  illness  of  (May  17):  2, 
(Sep  20):  2 

office  tours  for  (Oct  4):  7,  (Nov  1):  2 


Coffee  breaks,  history  of  (Dec  13):  2 
Colored  folders,  uses  for  (Jan  25):  3 
Committee  work,  and  career  advance¬ 
ment  (Dec  27):  1 

Communication.  See  also  Business 
letters:  Faxes;  Memos;  Writing  skills 
breaking  rules  of  English  grammar 
in  (Dec  27):  2 

with  distant  coworkers  (Aug  9):  1 
handling  embarrassing  comments 
(July  26):  2 

handling  stress  caused  by  errors 
in  (Apr  19):  3 

keeping  track  of  completed  tasks 
(Apr  5):  3 

need  to  improve  writing  and 
interpersonal  (Feb  22):  4 
nonverbal  (Oct  18):  2 
sending  out  wrong  nonverbal 
messages  (Oct  18):  2 
small  talk  in  (Jun  28):  7 
word  choice  in  (Jul  12):  2 
Companies,  characteristics  of  model 
(Oct  18):  4 

Company  cutbacks,  surviving  (Feb  8):  1, 
(Oct  4):  1,  (Nov  1):  4 
Company  newsletter,  getting  most  out 
of  (Sep  6):  4 

Competition,  handling  (Apr  19):  2, 
(Jun  28):  2,  (Sep  6):  1 
CompuServe  information  service 
(May  17):  4 
Computer 

automatic  switch-off  during  non¬ 
use  (Jul  12):  3 

avoiding  physical  harm  from 
(Oct  18):  1 

benefits  of  cloth  mouse  pad 
(Aug  23):  3 

compression  software  to  increase 
storage  space  (May  3):  2 
cost/benefits  of  use  of  (Jun  1):  3 
electronic  mail  on  (Sep  20):  4 
label-making  capabilities  of 
(Jul  12):  3 

on-line  databases  to  access 
information  (May  17):  4 
turning  power  off  (Aug  23):  2 
upgraded  vs.  new  (Jun  28):  2 
Computer  disks,  hints  for  filing 
(Nov  15):  3 

Computer  files,  using  initials  to  code 
(Jun  14):  3 

Computer  paper,  tips  for  carrying 
large  reports  on  continuous 
(Mar  22):  3 

Computer  software  compression 
(May  3):  2 


Conferences,  providing  boss  with 

needed  information  on  (Jun  28):  7 
Confidentiality 

of  boss’  mail  (Apr  5):  3 
for  voice-mail  messages  (May  3):  3 
Cooperation,  importance  of  (Feb  8):  3 
Copier  machine 

automatic  feed  for  (Dec  13):  3 
time-management  skills  for  using 
(Jun  14):  3 

Correspondence.  See  Business  letters 
Courier  service,  preprinted  air  bills 
from  (Jun  28):  7 
Coworkers.  See  also  Workers 

benefit  of  constructive  arguments 
(Jun  14):  1 

benefits  of  compliments  (Sep  6):  2 
communicating  with  distant  co¬ 
workers  (Aug  9):  1 
competition  and  friendships 
(Apr  19):  2 

cooperation  with  (Feb  8):  3 
coping  with  crabby  (Mar  22):  2 
coping  with  personality  conflicts 
(Jan  25):  1 

correcting  phone  etiquette  of 
(Aug  9):  2 

dealing  with  “company  police¬ 
man”  (Oct  18):  2 

expression  of  opinion  to  (Nov  15):  2 
giving  solicited  advice  (Feb  8):  2 
goofing  off  by  (Apr  5):  2 
granting  favors  to  (Nov  15):  2 
handling  die-hard  competition 
(Sep  6):  1 

handling  embarrassing  comments 
(Jul  26):  2 

handling  office  know-it-all 
(Feb  22):  2 

handling  passive  resister  (Sep  20):  2 
handling  unfriendly  competition 
(Jun  28):  2 

helping  adjust  to  new  location 
(Dec  27):  3 

making  friends  in  corporate  en¬ 
vironment  (Sep  6):  2 
purchase  of  craft  items  by 
(Dec  27):  2 

responding  to  coworker’s  illness 
(Aug  23):  2 

sexist  comments  by  (May  17):  2 
supervising  former  peers  (Apr  5):  3 
support  vs.  criticism  (Jun  1):  1 
symbolism  of  birthday  celebra¬ 
tions  (Jun  1):  2 

time  management  for  (Apr  5):  1 
tracking  job  performance  by 
(Mar  8):  2 

Crafts,  coworker  purchase  of  (Dec  27):  2 
Criticism,  methods  for  handling 
(Jul  12):  4 

Cubicle  Cues  (Oct  4):  8 
Customer(s) 

identifying  (Jun  28):  2 
requirements  of  internal  (Jul  1):  2 
treating  boss  as  (Jun  14):  3 
Customer  service 

handling  requests  for  product 
information  (Jul  26):  3 
internal  customers  (Jul  12):  2 


D 

Dictated  directions,  filing  in  memo 
form  (Feb  8):  3 

Dow  Jones  News/Retrieval  Services 
information  service  (May  17):  4 
Downsizing.  See  also  Career  advance¬ 
ment 

and  budget  cutting  (Mar  8):  4 
and  demonstration  of  capabilities 
(Nov  15):  1 

survival  tips  for  (Feb  8):  1, 

(Oct  4):  1  (Nov  1):  4 
Dry  skin,  moisturizing  tips  for 
(Jan  25):  2 

E 

Elder  care,  free  advice  on  (Aug  23):  2 
Electronic  equipment,  checking 

connections  on  failing  (Jul  26):  2 
Embarrassing  comments,  handling 
(July  26):  2 

Employee  benefits,  wellness  plans, 
and  other  priorities  (Jun  14):  2 
Employee  solicitation,  policies  on 
(Dec  27):  2 
Employees 

characteristics  of  model  (Oct  18):  4 
“out  card”  for  tracking 

whereabouts  of  (Oct  18):  3 
Employers,  characteristics  of  model 
(Oct  18):  4 

English  grammar.  See  also  Writing  skills 
breaking  rules  of  (Dec  27):  2 
commonsense  checklist  for 
(Jun  14):  2 

developing  style  sheet  for 
(May  3):  2 
quiz  on  (Aug  9):  3 

Envelopes,  tips  for  sealing  large  num¬ 
ber  of  (Aug  23):  3 
Ergonomics,  (Aug  9):  2,  (Oct  18):  1 
Ethical  dilemmas,  tips  for  handling 
(Mar  8):  1 

Excuses,  categories  of  (Mar  22):  4 
Extra-mile  philosophy  (Feb  8):  4 

F 

Faxes.  See  also  Business  letters 
advantages  of,  over  mailing 
(Jun  1):  2 

increase  in  use  of  (Aug  23):  2 
money-saving  tips  for  (Sep  6):  3 
photocopied  letterhead  for 
(May  17):  3 

sending  documents  in  reverse 
order  (Nov  1):  3 

Federal  trade  rules,  and  shipping  date 
for  ordered  merchandise  (May  3):  3 
Female  responsibilities,  assumption 
of,  by  males  in  workforce  Qan  11):  2 
Files/filing 

binder  clips  for  securing  papers 
(Jul  26):  3 

campaign  for  cleaning  paper 
waste  out  of  (May  3):  3 
color  coding  in  (Jan  25):  3, 

(Sep  20):  3 

computer  software  to  create  rotary 
files  (Jul  12):  3 


Files/filing  (continued) 

in-box  clutter  in  (Jun  28):  2 
index  cards  for  information  in 
(Jan  25):  3 

irregular-sized  correspondence  in 
(Jan  11):  3 

menus  of  take-out  restaurants 
(Jan  11):  3 

retention  instructions  for  (Mar  22):  3 
self-stick  notes  to  speed  (Apr  19):  3 
tapes  and  diskettes  in  (Nov  1):  3, 
(Nov  15):  3 
tips  for  (Feb  8):  2 

Financial  management  skills  (Sep  20):  3 
Fleet  cars,  extra  set  of  keys  for 
(Jun  14):  3 

Food  delivery,  computer  menu  file  for 
(Jan  11):"3 

Fraud,  and  sales  of  toners  by  phone 
(Nov  15):  2 

Friendships,  in  workplace  (Mar  8):  3 

G 

Gender  roles 

assumption  of  female  responsibil¬ 
ities  by  males  (Jan  11):  2 
changes  in  traditional  (Dec  13):  2 
Gillette,  Estella  Hernandez,  profile  of 
(Jun  28):  8 

Goal-setting,  tips  for  (May  3):  4 
Grammar.  See  English  grammar 

H 

Hands,  relaxation  exercises  for 
(Dec  13):  3 

Headaches,  preventive  steps  for 
(Jan  11):  2 

Holidays,  planning  for  (Oct  4):  2 
Humor 

rules  to  become  a  failure  (Apr  5):  4 
sign  for  broken  photocopier 
(Apr  19):  2 

tips  for  stress  (Feb  22):  3 

I 

Impression,  hints  for  making  good 
(Nov  15):  3 

Index  card  file,  for  desktop  reference 
(Jan  25):  3 
Information 

on-line  data  bases  to  access 
(May  17):  4 

routing  of,  through  office 
(Jun  1):  3 

Ink  stamps,  cleaning  (Oct  4):  7 
Internal  customers,  requirements  of 
(Jul  12):  2 

Interoffice  mail.  See  Business  letters; 
Faxes;  Memos 

Inventory  of  office  supplies  (Dec  27):  3 

J 

Job.  See  also  Odd-job  contest 

office  workers’  satisfaction  with 
(Apr  19):  2 

Job  market  and  recovery  (May  3):  2 
Job  satisfaction 

effect  of  attitude  on  (May  3):  1 
survey  on  (Apr  19):  2 


Job  security,  surviving  company 
cutbacks  (Feb  8);  1,  (Oct  4):  1, 

(Nov  1):  4 

Job-tracking  system,  for  preserving 
professional  image  (Mar  8J;  2 

L 

Language  usage,  sources  for  consis¬ 
tency  in  office  (May  3):  2 
Laser  paper,  sources  for  mail  order 
(Aug  23);  3 

M 

Mail.  See  also  Business  letters;  Inter¬ 
office  mail 

advantages  of  faxing  over  (Jun  1):  2 
dating  envelopes  for  deadlines 
(Jul  12):  3 

money-saving  tips  for  improving 
(Jan  25):  4 

protecting  confidentiality  of  boss’ 
(Apr  5):  3 

tips  for  sealing  large  number  of 
envelopes  (Feb  8):  3,  (Jun  1):  3, 
(Aug  23):  3 

Maintenance  and  repair,  maintaining 
log  for  part  replacement  (Dec  27):  3 
Management.  See  also  Boss 
minorities  in  (Sep  20):  1 
vifomen  in  (Sep  20):  1 
Mass  mailing,  sealing  envelopes  for 
(Feb  8):  3,  (Jun  1):  3 
Medical  payment  coverage,  for  car- 
pool  injuries  (Jan  11):  3 
Memos.  See  Business  letters;  Faxes; 
centralized  mailboxes  for  (Jul  26):  3 
dangers  of  critical  (Mar  22):  3 
for  born-tooting  (Jun  1):  2 
wording  of  (Feb  8):  2 
Mentor,  in  career  advancement 
(Apr  5):  3,  (Jul  12):  1 
Menus,  filing,  for  take-out  foods 
(Jan  11):  3 

Mind  power,  for  personal  change 
(Feb  22):  2 

Minorities,  increase  of,  in  workplace 
(Sep  20):  1 

N 

Name  badge,  preventing  scratches  on 
metal  (Aug  9):  3 

National  Study  of  the  Changing  Work¬ 
force  (Dec  13);  1 
Newcomers 

good  impressions  (Nov  15):  3 
helping  to  adjust  (Dec  27):  3 
News,  electronically  delivered 
(Nov  1):  2 

Nine  to  Five,  new  cover  design  for 
(Jun  1);  2 

No,  hints  in  saying  (Dec  13):  2 
to  boss  (Jan  11):  2 
to  coworker  (Nov  15):  2 
Nonverbal  messages,  sending  out 
wrong  (Oct  18):  2 
Note  cards,  to  prioritize  tasks 
(Apr  19):  3 


o 

Odd-job  contest  (Oct  4):  8 
winners  of  (Jan  11);  1,4 
Office  clutter.  See  Waste  reduction 
Office  environment 

cubicles  in  (Oct  4):  4 
domesticating  (Apr  19);  4 

ergonomics  in  (Aug  9):  2, 

(Oct  18):  1 
Office  equipment 

fraudulent  sale  of  toners 
(Nov  15):  2 
return  of  (Oct  4):  7 
Office  supplies 

benefits  of  electric  stapler 
(Mar  22):  3 

cutting  costs  in  (May  17);  3 
(Oct  18):  2 

goodies  table  for  (Apr  5):  3 
maintaining  inventory  of 
(Dec  27):  3 

stand-up  file  for  office  forms 
(May  3):  3 

Opinion,  expression  of,  to  coworkers 
(Nov  15);  2 

Organizational  skills,  using  folders  for 
in-box  (Jun  28):  2 

“Out”  cards,  for  tracking  employees’ 
whereabouts  (Oct  18):  3 

P 

Packrats  International  (PI)  (May  17):  2 
Paperwork.  See  also  Waste  reduction 
technology  for  reducing  paper  use 
(Sep  20);  4 

tips  for  carrying  large  reports 
(Mar  22):  3 

Parking-lot  accidents,  avoiding 
(Oct  4):  2 

Party  guide  (Feb  22):  3 
Performance  boosters  (Mar  8):  3 
Performance  flaws,  tips  for  handling 
own  (Jul  26):  1 
Performance  review 

accomplishment  folder  for 
(Feb  22):  3 

preparation  for  (Jun  14):  2 
Personal  change,  mind  power  for 
(Feb  22):  2 

Personal  computers.  See  Computer 
Personal  feelings,  impact  of,  on  work 
performance  (Dec  27):  3 
Photocopies 

money-saving  tips  for  (Sep  6):  3 
removing  toner  powder  from 
clothing  (Aug  23):  3 
using  color  to  separate  copier 
paper  (Aug  23):  3 

Plants,  for  purifying  air  (Mar  22):  2 
Positive  thinking,  power  of  (Feb  22):  2, 
(Jul  12):  2 

Pound-for-Pound  Campaign,  trading 
food  contributions  for  paper  waste 
(May  3):  3 

Priorities,  setting  (Mar  22);  1 
Problem  solving,  constructive  argu¬ 
ments  in  (Jun  14):  1 
Prodigy  information  service  (May  17):  4 
Productivity 


effect  of  attitude  on  (May  3):  1 
Productivity  (continued) 

tips  for  increasing  (Sep  6):  2 
Professional  image,  tips  for  preserving 
(Mar  8):  2 

Professional  Secretaries  Day  (Apr  19):  1 
Public  relations,  tips  for  handling 
office  visitors  (May  17):  1 
Punctuality,  in  workplace  (Nov  1):  2 

Q 

Quality  control 

and  customer  service  (Jul  12):  2 
importance  of  job  for  (Jan  25):  3, 
(Jun  28):  2 

planning  for  accuracy  (Sep  6):  3 
treating  boss  as  customer 
(Jun  14):  3 

R 

Requests,  responding  to  (Dec  13):  2 
Rotary  file,  using  computer  software 
to  create  (Jul  12):  3 

s 

Safety,  precautions  for  working  late 
(Mar  22);  2 

Salary,  for  women  senior  executives 
(Feb  8):  3 

Sales  activities,  hints  for  compiling 
detailed  spreadsheet  of  (E)ec  27):  3 
Secretarial  want-ad  survey 

composite  secretary  (Jun  28);  5 
computers/word  processing 
(Jun  28):  4-5 

education/experience  (Jun  28):  4 
industries  and  specialties 
(Jun  28):  3 

job  classifications  (Jun  28):  3 
newspapers  surveyed  (Jun  28);  6 
salaries  (Jun  28):  5 
shorthand  (Jun  28):  3-4 
skills/abilities  (Jun  28);  4 
Secretary 

future  for  (Apr  19);  1 
new  title  for  (Aug  23);  1 
prioritizing  time  for  (Nov  15):  3 
Self-stick  notes 

with  preprinted  messages 
(Jan  11):  3 

to  speed  filing  (Apr  19):  3 
Senior-level  placement,  percent  of 
women  given  (Feb  8):  3 
Sexist  comments,  handling  (May  17):  2 
Shipping  date,  for  merchandise 
ordered  over  phone,  computer, 
fax  (May  3):  3 

Spelling,  of  last  names  (Apr  19):  2, 
(May  17):  3 
Spreadsheet 

for  controlling  business-card  data 
(Mar  8):  3 

hints  for  compiling  detailed,  for 
sales  activities  (Dec  27):  3 
Staplers,  benefits  of  electric  (Mar  22):  3 
Stress 

handling,  caused  by  communica¬ 
tion  errors  (Apr  19);  3 
humorous  look  at  (Feb  22):  3 


Take  Our  Daughters  to  Work  Day, 
daughters’  responses  during 
(Nov  1):  2 

Tape  dispenser,  making  own  (Nov  15):  3 
Tardiness,  excuses  given  for  (Oct  18):  3 
Team  members 

characteristics  of  effective 
(Jul  26):  4 

work  style  of  (Jun  1):  1 
Technology 

automatic  feed  for  copier 
(Dec  13):  3 

screen  telephone  (Dec  13):  3 
telephone  coupler  (May  3):  3 
Telephone 

color-coding  rotary  file  (Sep  20):  3 
coupler  for  (May  3):  3 
crib  sheet  for  temporary  workers 
(Dec  13):  3 

directing  calls  (Feb  22):  3 
importance  of  etiquette  on 
(Aug  9):  2 

ensuring  return  calls  (Jan  25):  2 
list  of  hard-to-spell  names  for 
phone  messages  (May  17):  3 
screen  (Dec  13):  3 
sharing  answering  duties  for 
(Apr  19):  3 

taking  messages  vs.  being  on 
hold  (Jun  28):  1,  (Sep  6):  3 
Telephone  numbers,  laminated 
referral  card  for  (Jun  1):  3 
Temporary  workers,  telephone  crib 
sheet  for  (Dec  13):  3 
Time  management 

handling  people  who  threaten 
productivity  (Apr  5):  1 
organizing  to  save  footwork 
(Jun  14):  3 

planning  for  holidays  (Oct  4):  2 
pre-addressing  envelopes  for  cor¬ 
respondence  (Oct  18):  3 
prioritizing  tasks  with  note  cards 
(Apr  19):  3 

prioritizing  tasks  for  secretary 
(Nov  15):  3 

scheduling  time  for  worry 
(Apr  19):  3 

for  secretary  (Nov  15):  3 
to-do  lists  in  (Feb  22):  1 
in  writing  major  reports  (Mar  8):  2 


To-do  lists,  suggestions  for  utilizing 
(Feb  22):  1 

Toners,  pirate  sale  of,  over  phone 
(Nov  15):  2 
Training 

accounting  in  (Jul  26):  3 
benefits  from  professional 
(Dec  13):  4 

communication  skills  (Feb  22):  4 
preparation  time  for  (Dec  13):  4 
skills  needed  in  (Nov  15):  4 
tips  for  employee  (Jan  25):  2 
Transparencies,  to  reduce  office 
expenses  (Aug  9):  3 
Travel 

city  maps  to  aid  (Nov  1):  3 
easy  reference  to  information  on 
(Oct  4):  7 

itineraries,  for  tracking  managers 
(Mar  8):  3 

tracking  expenses  (Mar  8):  3 
using  audiotape  for  directions 
(Jun  1):  3 


Versatility,  in  today’s  workplace 

(Jun  1):  4 
Visitors 

photograph  file  for  identifying 
important  (Jun  28):  7 

VIP  treatment  for  (May  17):  1 
Voice  mail 

leaving  messages  for  boss  on 
(Jan  25):  3 

leaving  message  to  self  on 
(Aug  9):  3 

recording  messages  to  transcrip¬ 
tion  machine  (May  3):  3 

suggestions  for  proper  use  of 
(Sep  20):  2 

tips  for  making  more  practical 
(Apr  5):  2 

typing  messages  from  (Feb  8):  3 
Voluntary  work,  and  career  path 

(Nov  15):  1 


Waste  reduction 

Packrats  International  (May  17):  3 
Pound-for-Pound  Campaign  for 
(May  3):  3 

reducing  office  clutter  (Aug  9):  2 


Waste  reduction  (continued) 

reducing  paper  consumption 
(Jul  12):  3 
tips  for  (Apr  5):  2 
Wellness  plans,  as  priority  for  em¬ 
ployee  benefits  (Jun  14):  2 
Women.  See  also  Gender  roles 
increase  of,  in  workplace 
(Sep  20):  1 

progress  of,  in  business  world 
(Feb  8):  3 
Word  choice 

in  business  letter  (Jul  12):  2 
in  memos  (Feb  8):  2 
Work  attitudes.  See  Attitudes 
Workers.  See  Coworkers 

survey  of  attitudes  (Dec  13):  1 
Workforce,  women  and  minorities  in 
(Sep  20):  1 

Working  late,  safety  precautions  for 
(Mar  22):  2 
Work  performance 

humor  on  (Apr  5):  4 
impact  of  personal  feelings  on 
(Dec  27):  3 
Workplace 

avoiding  distractions  in  cubicle 
(Oct  4):  8 

effect  of  scent  on  workers’  mood 
and  productivity  (Jul  26):  2 
ethical  dilemmas  in  (Mar  8):  1 
need  for  organization  in  (Oct  4):  2 
preventing  spills  in  (Oct  18):  3 
punctuality  in  (Nov  1):  2 
versatility  in  today’s  (Jun  1):  4 
Workplace  literacy  survey  (Feb  22):  4 
Workweek,  getting  jump  start  on 
(Oct  4):  2 

Worry,  scheduling  time  for  (Apr  19):  3 
Writing  skills.  See  also  Business  letters; 
Communication;  English  grammar; 
Memos 

benefits  of  daily  writing  habit 
(Mar  8):  2 

for  business  letters  (Oct  4);  7 
commonsense  checklist  for 
(Jun  14);  2 

need  for  improving  (Feb  22):  4 
tips  for  improving  (Aug  23):  4 


Zinger  memos,  dangers  of  (Mar  22):  3 
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